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Overview 
 
In May 2016, the Fair Labor Standards Act (FLSA), which governs federal minimum wage and 
overtime pay requirements, was changed, effective December 1, 2016.  These changes will not 
affect employees who currently are in a nonexempt position (eligible for overtime pay).  
However, employees who are currently in an exempt position (not eligible for overtime pay) with 
salaries of $47,476 or less, may have their positions reclassified to non-exempt. 

 
Each state agency is responsible for making sure its employees are correctly classified with the 
effective date of December 1, 2016. 
 
For more detailed information you may access the US Department of Labor Fact Sheet: 
https://www.dol.gov/whd/overtime/final2016/overtime-factsheet.htm 
 
Modifying Positions from Exempt to Non-exempt Status 
 

Your Action … System Response … 

1. Choose PO (Position) from the Main 
Menu and press ENTER. 

The Position Menu will appear. 

 

 
 

Your Action … System Response … 

2. Choose MP (Manage Position) from the 
Position Menu and press ENTER. 

The Manage Position Menu will appear. 

 

https://www.dol.gov/whd/overtime/final2016/overtime-factsheet.htm
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Your Action … System Response … 

3. Choose MP (Maintain Position 
Information) from the Manage Position 
Menu and press ENTER. 

The Maintain Position Information screen will 
appear. 

 

 
 

Your Action … System Response … 

4. Choose Modify and enter the following 
information: 

 
*Agency Nbr:  SPAHRS agency code. 
*PIN:  Position Number to be modified. 

The Maintain Position Information screen will 
appear. 

5. Press ENTER.  
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Your Action … System Response … 

6. Enter the following information: 
 

*FLSA Status:  Enter the code 
representing the Fair Labor Standards 
Act status of the PIN. 

Trans Eff Dt:  Enter 12/01/2016 as the 
effective date. 

 

7. Press F11. The second panel of the Maintain Position 
Information screen will appear. 

 

 
 

Your Action … System Response … 

8. Enter the following information: 
 

*Extra Hrs:  Enter the code used for 
payment. It tells the system what to do 
with the extra hours that are entered 
into report time.  This code must 
correspond to the FLSA code. 

Trans Eff Dt:  Enter 12/01/2016 as the 
effective date. 

Transmit for Approval?:  Change the 
“N” to “Y.” 

 

9. Press ENTER. The position has been modified and submitted 
to SPB for approval.  

 


